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SUBIFCT: Operating Procedure for Documents Segurity Clessification

»

1. PURPOSE:

The purpose of this procedure is to sstablish an erderly
method for changing the soturity classificetlions of docunents
and for notifying reeipients of coples of sueh changos,

2. SCOPE:

The provedure cavers all changes of sesurity clagssifiontions,
edther reductions to lower alaszifications or increases :
to highey sesurity clsssifications, the maintenance of a
sontrol record imdluding ch: 3 wnde by either CIA or
outslde agencies, snd the n ation of reeipients of
doouments of these chenges, :

3, DEFIRITIONS:

on of terms used in this procedurc is provided as
rollous:

P ~ The term "regrading” applies to changes
ty elapsifications of docunenta elther teo
higher classifications or to lever.

_%-mamwmgﬂmcmwm
olsssifcations vhish impose greatar
eontrol over the handling of documents,

B

of them,

nlasalfied ewment, his successor or suparior

are the pereons vho mey regrade o document, He is
called the "Regreding ‘uthority". when none of

thege psrrons are aveilable, due to the diasolution
of the organization responsible for the document, the
Regrading Mthority is a perchn or committeo
appointed by the Deputy Director {7dmint stretion) for
this task, :
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Sarrnding Bgament - A Regreding Regquest iz a uritten
vorusst, genernily made on CIA Form No. 60-89,

"Dosment Clasnificntion Regroding Roquest® for the
regending of either CIA doeuments or those of other
sagoncies, The Recuest identifics the document gompletely,
shows the present olassification and may inelude a
proposed new claseification with rensons for requesting

the change,

£, W - * Rograding Wotice is a writtem
 peport of suthorimed changes in security elassificetions
of dcements, Such Fotices are of three typest :

{1) Hotices prepared by offices Waving jurisdiction
over the doouments listed, CIA Fomm No, 60-90,
"Docuuent Clascificntion Tegrading Netiee" is
used for thls purpose., HNotlces may include &
single document or a mumber of docunents,

{2) CIA Coneolidated Regrsding Notleos propared Yy
the CIA Reserds Officer to report the ng
ef CIA dosunents, The Wotlees are
for distridution to CIA offices or outside

 ageneles which received cordes of these doourments.

{3} CIA Conselidated Regr-ding Wotices prepared Ly
the CIA Reooriz Officer to report the regr-ding
af doouments of othor sgencies, These Rotlees
ars reprofuoed for distribution $o CIA offices,

“antral Pile « 4 record file maintained
: Hegopds Of ‘lcer showing the current
seourity claseifi oation of documents, either of
CIA or nen-CIA origin, the regrading of whieh have
deen ruported to the CIA Records Officer,

7ip -~ The term "0ffice of Origin® is
any office which has Jurisdietion over

) dogumente beosuse it oronted the
dooxments or besause 1t has been given Nunotions
md Juwrisdictions ss suocessor to the offles whish
arested the documents. The roconds themselves are
not nesesoarily in the imaediste poassession of the
0f™ee of Origin btut nay have been placed in the
sgency recoris storage ares. The term may be
Wﬁas synonyrmons with “Office of Primary

terort,
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4. PROCEDURES POR CIA CRTATED DOCTMENTS

The following opersting procefures cover the review,
regrading and notifying recipients of the regrading of
doouments ereated YNy or under the juwrisdietion of :
CIA oftices,

etmants - O0f?1cc heads or their designe-s
\ » anpual or more “requent reviews of the

securl 1aanifications of CIA oreated documents in
ihely possosaion to determine vhether these dosunents

ghonld be regraded, (CIA Regulation

b, Bguests for Rege-ding ~ Officiale wishing to change
8 spourity classifiecation »f o CJA crested document
will direct their requests to the Regrading /uthority

or Office of « Requests should be made on
CIA Fomm Yo, ; "Document Classification Regr:ding
Reguest,”

- The following actions
5% cae vhen doopenls have

e ot HesPaglng

regraded,

(1) offices of Origin will notify CIA resiplents of
soples of documents regraded, CIA Form No, £0-504
"Doeunents Clas-ification Regrading Fotice",
should be used for this purposs, Cowmnleted Forms

¥o, 60-90 may be reproduced to provide eoples
for dstribution,

(2) Offiees of Origim will send one copy of auch
' notice, CTA Porm Fo, 6090, to the
CIA Resords Offieer vho will naintain the
pereanent record file of thesa notioces.

EVED

B
beon

{3) Ofriges of Origin will inform the CIA Records
Of “1ocy vhether all CIA recipients have boen
notified of regraded documents.and vill report
the names of Dapartments or agencies out~ide of
CIA to vhieh coplca of these documents have
been sent. ,

{4) Ofrices should destroy their copics of CIA
Form 60-90 after the security classificetion
of doguments have been changed.

gts ~ Offices will change the
{eation marking of regraded documents,

utma in CIA Regulation
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DR o ?"’é# QIA Mﬁe {}fﬁwr
r agtions in eonnection with

(1) The CIA Records Officer will prepare, publish and
Algtribute %o CIA of "ices, ooples of Consolidated
Regrading Netlcos to notify all CIA reciplents
when 1t iz not prasticable for offices of Urigin
o do so,

{2) ™e CIA Necords Of™esr will deternine which
doounemts were distrituted to agencies outside
of CIA end will inelude such agencice in the
deatribntion of the CIi Conselidate? Negrading
Yotice,

(3} The C14 Resords Offdcer will maintein the
permement Teeord file of CIA Consslidated Hotices,

saadures - The CIA Reeords OFMeer i

onsible for devising prosedures “or doswmenta
regrading end for giving advice and ascistunce %o
CYlA ofMeer on such metiors,

5 OR DUDILESTS OF OTNTR AGERCITC:

The followlng paragraphs nrovide eperating precedures for
IA offices to follow In mzwatin;z authority amd in
taking astion to regrade cla:rified doounents received
fron other aguncles, -

Rasmadins - The folloving ~rocadures are
4o bte followed for seenring ap rowel Yo rograde
doormeants of other agencies,

(1) CIA offioes will diveet their incuires to the
CIA Resoris Officer,

(2) The CIA Recerds O°fiear i1l deterxine from his
f11les of regrading notices whether the dosument
has previously beem reported as repreded,

3} IP there is no record showing that the doounent has

()bm , the CIA Resords Officor will route
the inqudry to the ldetson Divieirc, OAD to be
referred to the Office of Origin,
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{4) The Liaison Division, Office of Collection and
Dissemination will deterzing from the Office of
ﬁmth;nd will el:;:iﬁw s

to
the CIA Records Of~Leme. Toamester throuh

W&u in the meas&m of CiA ofiess have been
regraded

»

{1) The CIA Reverds Officer will receive and review
for astion, notises of rograding of documents
originated by other sgeneica,

{2) The CIi Records Officer will compile monthly
Consolidatad Regreding Notices of documents
regraded Yy agengles other than CIA, o will
reproduce thewe Consclidated Regrading Notices
and will distribute conies to CIA offices.

(3)mcnaomorumwmmtm
of doouments promptly, vhen CIA
mmmmmm,mmmw
upgradings in Monthly Consolidated Regrsding
Notices,

{4) The CIA Regords Officer will maintain the regond
eoples of CIA Consolidated Regrading Notices snd
of regrading notices received fram outside agencies,

* , “eyking of rméed documents
amwwﬂmmnmwmg%ﬁ«auw *

ssparats yeports of upgrading of documents, following
mpmmmaacmwm
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